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5 FAH-1 H-120 
PREPARING CORRESPONDENCE 

(CT:CH-11;   05-18-2005) 
(Office of Origin:  IRM/BPC/RG) 

5 FAH-1 H-121  GENERAL PROCEDURES 
(TL:CH-4;   07-31-2002) 

a. Personnel may use correspondence to conduct official business in the 
Department, domestic field offices, Foreign Service posts, and U.S. 
missions.  The nature of the business and the time frame involved will 
determine the most effective type of correspondence. 

b. Correspondence may be generated in the form of e-mail, telegrams, 
memorandums, letters, diplomatic notes, Department Notices, or 
invitations. 

c. Instructions on how to use captions with correspondence to expedite 
transmission and ensure accurate handling are found in 5 FAH-2 H-440. 

d. Instructions for corresponding with foreign governments, a list of the 
countries of the world, official designations, and country capitals to aid in 
preparing correspondence are contained in 5 FAH-1 H-1000, Countries of 
the World. 

e. Information regarding e-mail for official business is found in 5 FAH-1 H-
900, Electronic Messages. 

5 FAH-1 H-122  STYLE PRACTICES 
(CT:CH-11;   05-18-2005) 

The U.S. Government Printing Office Style Manual (GPO) may be used as a 
supplemental reference for preparing correspondence and other written 
documents in the Department of State.  The Executive Secretariat InfoLink 
Web site, maintained by S/ES, contains guidelines for preparing 
correspondence for the Secretary, other Department principals, and the 
President and Vice President. 
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5 FAH-1 H-123  WORD PROCESSING 
EQUIPMENT/SOFTWARE 
(TL:CH-4;   07-31-2002) 

a. Word processing features available with automated equipment and 
software may be used to prepare correspondence, provided the results 
are in accordance with the guidelines in this handbook. 

b. Office supervisors responsible for a large volume of documents may 
suggest that preparers create a glossary (macro; template) to save time 
and increase efficiency. 

5 FAH-1 H-124  PRINTER FONT 
(CT:CH-10;  01-19-2005) 

Times New Roman 14 pitch is the Department's standard font and size.  This 
font must be used for all written materials prepared for Department Principal 
Officers.  There is one exception.  Materials prepared by L/T (Treaty Affairs) 
and by HR/PAS (Presidential Appointments) for the President's signature 
should continue to use Courier New 12. 
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